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AMENDMENT #2 - 12/10/2004
REQUEST FOR PROPOSALS (RFP)
ADVERTISING, MARKETING AND PUBLIC RELATIONS SERVICES
FOR TAM PROGRAMS
Project No. F10R5200095

Ladies/Gentlemen:

This Amendment #2 is being issued to amend and clarify certain information contained in
the above referenced RFP. All information contained herein is binding on all offerors who
respond to this RFP. Specific parts of the RFP have been amended. The following
changes/additions are listed below; new language has been double underlined and marked in
bold (i.e., word) and language deleted has been marked with a strikeout (i.e., word).

1. REVISE: “KEY INFORMATION SUMMARY SHEET™:
Closing Date and Time: December 323, 2004 - 2:00 PM Local Time

2. REVISE: SECTION 1.10, Proposals Due (Closing) Date:

An unbound original and five (5) bound copies of each proposal (technical and financial)
must be received by the Procurement Officer, at the address listed in Section 1.6, no later
than 2:00 PM (local time) on December 3-23, 2004 in order to be considered. An
electronic version (diskette or CD) of the Technical Proposal in MS Word format must be
enclosed with the original technical proposal. An electronic version (diskette or CD) of
the Financial Proposal in MS Word format must be enclosed with the original financial
proposal. Insure that the diskettes are labeled with the RFP title, RFP number, and
Offeror name and packaged with the original copy of the appropriate proposal (technical
or financial).

3. REVISE: SECTION 1.20, Offeror Responsibilities:

The selected Offeror shall be responsible for all products and services required by this
RFP. All Subcontractors shall be identified and a complete description of their role
relative to the proposals must be included in the Offeror’s proposals. H-an-Offerorthat
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REVISE: SECTION 2.3, General Requirements:

Not charge for travel or living expenses to and from the base location of operations for
performance under this contract which is 301 West Preston Street, Baltimore, MD 21201
to the contractor’s site wit-be-reimbursed. The selected Contractor will be required to
attend monthly meetings at a site chosen by DBM/TAM. Typically meetings are
held at the Maryland Relay Center in Baltimore, the selected Vendor’s location or
the State Office Complex in Baltimore.  Non-routine travel will be identified within a
P.O., if appropriate and will be reimbursed according to the State’s travel regulations and
reimbursement rates. See the Department’s web site and select Reimbursement Limits or
Travel Regulation at:

lick on Other Servi Travel Managemen rvi nd then Travel Regulations.

REVISE: SECTION 2.4, Service Requirements:


http://www.dbm.maryland.gov/portal/server.pt?space=Dir&spaceID=7&parentname=CommunityPage&
http://www.dbm.maryland.gov/portal/server.pt?space=Dir&spaceID=7&parentname=CommunityPage&
http://www.dbm.maryland.gov/portal/server.pt?space=Dir&parentname=CommunityPage&parentid=10&in_hi_userid=1332&control=OpenSubFolder&DirMode=1&subfolderID=3834
http://www.dbm.maryland.gov/portal/server.pt?space=Dir&spaceID=7&parentname=CommunityPage&
http://www.dbm.maryland.gov/portal/server.pt?space=Dir&spaceID=7&parentname=CommunityPage&

2.5.34

REVISE: SECTION 2.5, Staffing Requirements:

2.5.23 Availability of Key Personnel. Vendors shall ensure the personnel
identified;-askey shall be available to perform Contract requirements. Contractor
key personnel shall not be reassigned to another task without written
concurrence of the Contract Manager. If any key personnel leave the
employment of the Contractor, or are approved for reassignment by the Contract
Manager, the replacement must have equal or better qualifications than those
listed in 2.6 and be approved by the State Contract Manager as outlined in
Section 2.5.63.

Substitution of ey Personnel. During the first 180 calendar days of the Contract
performance period, no substitutions of key personnel will be permitted unless such
substitutions are necessitated by extraordinary circumstances such as sudden illness,
death, or as otherwise approved by the State Contract Manager. In any of these events,
the Contractor shall promptly notify the State Contract Manager and-previde-the

informationrequired-by-Seetion2.5-6- All requests for substitutions must provide a

detailed explanation of the circumstances necessitating the proposed substitution, a
narrative of the pr titute, and any other information r t th



State Contract Manager to make a determination as to the appropriateness of the
proposed substitution. All proposed substitutes must have educational
qualifications and work experience equal to or better than the resume initially
proposed for key personnel; the burden of illustrating this comparison shall be the
Contractor’s. After the initial 180 calendar day period, all proposed substitutions of key
personnel shall be submitted in writing, at least 15 business days in advance of the
proposed substitution, to the State Contract Manager—-with-the-informationreguired-in
Seetion-2.5-6- The State Contract Manager must agree to the substitution in writing
before such substitution shall become effective.




8. REVISE: SECTION 2.6, Labor Categories:

All persons filling the classifications listed below shall have a minimum of two (2) years’

experience in their respective category and at a minimum, shall perform the following
(note, proposed individuals can fill more than one labor category):

A. Account Executive: Assist in the strategic development of marketing and
advertising decisions with the client. Including the overall day-to-day responsibility
of all work being done by the Contractor on the client’s behalf. Maintain and/or
coordinate the proper recording and production of all records pertaining to the State’s
procurement regulations.

B. Public Relations Manager: Eind or assist in the creation of Public Relations
opportunities, write and send press releases as appropriate.

C. Creative Director (Print & Broadcast): Coordinate with the Account Manager, to
ensure that all creative production meets the overall objectives of the marketing and

advertising campaigns demonstrating sensitivity to individuals with disabilities.

D. Media Planner and buyer: Coordinate and negotiate placement of media to
meet the goals of the marketing plans.

E. Graphic Designer: Oversight of the creation of materials for print or publication
to meet the objectives of the contract.

F. Copywriter: Edit existing written materials, write copy as requested for
guarterly newsletter and any other articles as needed.

G. Traffic Controller: Provide administrative support to ensure that all work
products move efficiently.

H. Production Manager: Execute any collateral, promotional items, specialty items
or printed materials to include developing estimates.

0. REVISE: SECTION 3.4, Volume | — Technical Proposal:
3.4.1 Transmittal Letter

A transmittal letter shall accompany the Technical Proposal. The purpose of this letter is to
transmit the proposal and acknowledge the receipt of any addenda. The transmittal letter should
be brief and signed by an individual who is authorized to commit the Offeror to the services and
requirements as stated in this RFP. See Offeror’s responsibilities in Section 1.20%.

3.4.5 Executive Summary

The Offeror shall condense and highlight the contents of the Technical Proposal in a separate
section titled “Executive Summary”. The summary shall also identify any exceptions the Offeror
has taken to the requirements of this RFP, the Contract (Attachment A), or any other
attachments.




3.4.6 Offeror Experience and Capabilities

Offerors shall include information on past experience with similar projects. Offerors shall
describe how their organization can meet the qualifications of this RFP and shall include the
following:

3.4.6.1 An overview of the Offeror’s experience and capabilities rendering services similar to
those included in this RFP. This description shall include:

A. Corperate/Organization size, length of time the organization has been providing the
services, key business partners, and the number of employees dedicated to providing
the services;

B. A comprehensive description of the Offeror’s experience in supplying the services
requested by this RFP;

C. Experience relative to the proposed staff having demonstrated Experience
gemgngtrgtmg knowledge of |nd|V|duaIs W|th dlsabllltles feethepeepeseef

DE. List of active Public Relations clients by agency billing gress-anaual-sales:; and

F. The Contractor shall prepare a simulated marketing and strategy plan
for a six-month period using a budget of $75,000 targeting the senior
population. This plan will include detailed marketing strategy, public
relatlons plan and budget for the prescrlbed tlme perlod See section 3.4.8.1;

3.4.6.2 Samples of the following must be provided:

A. Three (3) examples of campaigns completed for a client with a budget under
$300,000 per year performed within the last five (5) years, with the following
information provided for each project: Point of Contact Name and Phone Number,
Dates of Performance, Contract Value, Type of Contract, Brief Description of
Services & Products Provided.

B. Samples of previous work including a newsletter, video, direct mail piece and
prlnt ad

oIIateraI ofa Publlc Relatlons Camgalgn
D. Provide, upon request, a prior period of a flight of media placement and planning

operation to provide all media placement in conjunction with a marketing
objective including, but not limited to purchase or placement of media space
regionally, media planning and research, spot trafficking and shipping, flight



monitoring and maintenance, spot and station reconciliation for an organization
serving individuals with disabilities.

3.4.7 Personnel

The Offeror shall describe its personnel capabilities in compliance with Section 2. Resumes Narratives
shall be provided for all personnel proposed for this RFP.

3.4.8 OfferorTechnical Response-to-RFP-Requirements—Marketing and Strategy Plan

Using a budget of $75,000 a Marketing and Strategy Plan which includes:

A. Target audiences for six month time period,;
B. Ideas to reach each target audience and method to accomplish goals;
C. Schedule of print media plan, including publications, number of placements, total

cost of media;

Collateral that needs to be developed including printing prices; and

Estimated budget for each media plan, including direct mail postage, creative
development, and production costs.

mo

10. REVISE: SECTION 3.4.9 Economic Benefits:




11. REVISE: SECTION 4.2 Technical Criteria:

Offeror Experience and Capabilities
Personnel Proposed
Marketing and Strategy Plan
EconomicBenefitFactors
12. REVISE: ATTACHMENT A:
Attachment A has been revised and is attached to the RFP via this addendum.
Should you require clarification of the information provided in this addendum, please contact me
at (410) 260-7191 as soon as possible.

Date Issued: December 10, 2004 By

Susan Woomer
Procurement Officer
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